Life of a Document

Getting the Document to the Public

Wynne Nafus Sayer
South Dakota State Library

www.sdstatelibrary.com/stateemployee/digitalcollections

| have my PDF File...
Now what?

= Embed your
Metadata

= Enhancing your
PDFs

m Publish PDF online




Embedding Metadata

m Compile data about
the document

m Refrain from using
any special characters
like “&".

m Use the Metadata
Generator

(home.sodaklive.com/
metagen)

m Check your Emadil

Embedding Metadata

The Metadata
Generator will emadil
your submission to the
address you provided
You will need to open
Notepad

Copy and Paste the
text from “<?xml” to
“<?RDF>" from your
email to Notepad

Save as “.XML"”




Embedding Metadata
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Embedded Metadata

File”> “"Document
Properties”

“Additional
Metadata”

Select “Advanced” in
Left Panel

“Replace” and browse
to . XML document you
created from email.
You may need to
change the File Type
to *.*




Enhancing your PDF

= Should you add Bookmarks?

- How long is your document?

— Will readers be scanning for a particular
segment of your document?

m Is your document fully accessible?

- Will visually impaired users be able to
read your document?

- Do images have text descriptions?

Enhancing your PDF




Enhancing your
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Publish Online

m E.library or your
agency website

m How can users find
this new document?

- Do you have a
publication or
documents section?

- Plot the roadmap from
the home page to your
document.




Life of a Document

Contact Information:
Wynne Nafus Sayer
Information Officer/ Web Master
South Dakota State Library
Wynne.Sayer@state.sd.us
605-773-2704

www.sdstatelibrary.com/stateemployee/digitalcollections




